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1.  Purpose .  This manual  provides editorial and correspondence guidance for 
the National Guard Bureau  (NGB) in accordanc e with (IAW) reference s a 

through m .  
 
2.  Cancellation .  This manual supersedes its previous edition, CNGB  Manual  

5051.01, 16 May 2013, òNational Guard Bureau  Editorial Guidance for Staff 
Actions.ó 

 
3.  Applicability .  This manual applies to all personnel  who prepare NGB 
correspondence . 

 
4.  Procedures .  NGB personnel preparing  staff action packages coordinated 

through the NGB electron ic tasking  system must follow the procedures  in this 
manual  and references  a through m .  Use the templates  located on the w ebsite 
of the NGB Joint Actions Control Office Executive Secretariat Editorial Branch 

(NGB-JACO -ExecSec-E) Guard Knowledge Online (GKO) at reference b for 
correspondence to be signed and approved by the NGB Top Five Senior Leaders 
listed in Table 1.  Some of the templates are shown as figures in  this manual .  

See Enclosures A -K. 
 

NGB TOP FIVE  SENIOR LEADERS   

1.  Chief of the National Guard Bureau (CNGB)  

2.  Vice Chief of the National Guard Bureau (VCNGB)  

3.  Director of the Army National Guard (DARNG)  

4.  Director of the Air National Guard (DANG)  

5.  Director of Staff  of the  National Guard Bureau  

Table 1.   NGB Top Five  Senior Leaders  
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a.  Contact Information .  For templates, editorial guidance , and questions 
pertaining to anything in this manual or its associated templates , please 

contact NGB -JACO -ExecSec-E at 703 -601 -6868  or ng.ncr.ngb -arng.mbx.ngb -
execsec@mail.mil . 

 
b.  CNGB Issuances .  Prepar e all CNGB Issuances  in the form of a CNGB 

Instruction, Manual , or N otice IAW reference  c, this manual , and its  associated 

templates  on the  GKO site  at reference b . 
 
c.  Service -Specific Guidance .  Prepare all Service -specific Army National 

Guard  correspondence and publication s being signed and approved by the 
DARNG IAW reference s d and e .  Prepare  all Service -specific  Air National Guard  

correspondence and publications  being signed and approved by the DANG IAW 
reference s f and g . 
 

 d.   Office of the Secretary of Defense (OSD)  Correspondence .  Prepare all 
correspondence addressed to any member of OSD IAW reference s h and i , this 

manual , and the templates on the GKO site  at reference b .  See Enclosure  E for 
an example  of OSD correspondence . 
 

 e.  Memorandum of Agreement (MOA) and Memorandum of Understanding 
(MOU).  All MOAs and MOUs must adhere to the guidance in refer ence l,  this 
manual, and its associated template s located on the GKO site at reference b.  

See Enclosure D, Figure 11.  
 

 f.  NGB Charters .  All charters issued for advisory boards or committee 
management must adhere to the guidance in reference  j, this man ual , and its 
associated template located on the GKO site  at reference b .  See Enclosure G , 

Figure 16. 
 

g.  Other Guidance .  Use references h and i for ZIP+4 codes ; street 

addresses ; postal, directional, and street abbreviations ; and military ranks and 
abbr eviations by Service  when using this information as content for 

documents .  If the original document uses a generic address, such as òThe 
Capitol,ó then find the street address.  The street address is used to deliver the 
letter.  For government buildings, the street address may include an office or 

P.O. Box number.  
 

 h.  Security Classification Markings .  Security classification markings must 
follow guidance IAW reference m.   
  

5.  Summary of Changes .  This manual has been  revised extensively.   
 
6.  Releasability .  This manual is approved for public release; distribution is 

unlimited.  Obtain copies through <http:// www.ngbpdc.ngb.army.mil >. 
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7.  Effective Date .  This manual is effective upon publication  and must be 
reissued, canceled , or certified as curren t every five years . 

   
 
Enclosures:  

 
 A --  General Writing Guidance  
 B --  Preparing NGB Memoranda  

 C --  Preparing NGB Letters  
 D --  NGB Memorand um  Templates  

 E --  OSD Memorandum Template  
 F --  NGB Letter Template  
 G --  NGB Charter Template  

 H --  NGB Sign ature Blocks  for Memoranda and Letters ; OSD Signature  
Block  

 I -- Senior Leader Acronyms and Office Symbols  
 J --  Distribution List  Template  
 K --  Proofreading Checklist  

 L --  References  
 GL --  Glossary  
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ENCLOSURE A  
 

GENERAL WRITING GUIDANCE  
 

1.  General .  All NGB correspondence must be of the highest quality, regardless 
of the routine nature .  Typical NGB correspondence consists of many types of 
memoranda, as well as personal and formal letters (see Table 2).  The type of 

correspondence will determine the content and organization.  
 

NGB Memoranda  NGB Letters  

Standard Memorandum  

General Officer Memorandum  

Civilian Memorandum  

Award Memorandum  

Action Memorandum  

Exception to Policy  

Conference Request  

Travel Request  

Temporary Duty Assignment  

MOAs  and  MOUs  

Personal  

Formal  

Open Letter  

Star Notes  

Table 2 .  Typical  NGB Correspondence  (this list is not all inclusive)  
 

2.  Content .  Answer the questions in Table 3 to organize your writing so it will 
be clear, concise, and professional.  Clarifying and refining the su bject helps 
you organize and present the most relevant information clearly.  

 

Who? 
Identify the target audience  to decide wh ich document  type  and 
writing style to use.  

What?  Identify valuable pieces of information  to logically organize content.  

Why?  
Ident ify the purpose  to compose a n informative subject line and 
the  bottom line up fron t  (BLUF) .  

Table 3 .  Three Questions  About Content  

 

a.  The Target Audie nce.  A personal letter will normally have a limited 
number of readers .  Make sure the letter is clear ly directed to the recipient(s) 

and expresses the relationship between the writer and recipient (s).  A 
memorandum, in contrast, might be read by only the recipient , or it might be 
published on a website and available to the public.  Make sure the 

memorandu m presents its message clearly and in the appropriate tone to the 
recipient but is also understandable by any larger audience that might read it.  
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b.   Valuable Pieces of Information .  A personal letter  should convey 
information that is new to the reader:  appreciation or thanks, for example.  It 

probably will also acknowledge the writerõs relationship to the recipient; even 
though the recipient presumably knows this, this information will probably be 

included because the letter is still official corresponde nce and constitutes a 
formal record.  A memorandum will typically present not only new information 
but brief background information to present the topic or request clearly to the 

recipient and any other readers.  

 

c.  Purpose .  In a letter or memorandum, th e reason for writing and a 

summary of the most important information (the BLUF) should be in the first 
paragraph and, in a memorandum  or formal letter , also in the subject line.   

The BLUF should contain the most important facts and the purpose of writing:  
for example, a request for action, a report on conditions, or a reply to an 
inquiry.  The subject line should specifically state what the correspondence is 

about:  for example, òProblems to Be Remedied in the Tasking System,ó not just 
òTasking System.ó  Keep the purpose in mind while constructing the rest of the 

letter or memorandum.  

 

3.  Organization .  Organize your content to convey the message clearly by 

keeping the target audience, valuable pieces of information, and purpose  in 
mind.  You might choose,  for example, a chronological approach, describing a 
sequence of events that are planned or that have happened; a systematic 

approach, identifying important pieces of information and how they relate to 
one another; or an outline approach, presenting major facts and then the 

details relating to each.  

 

4.  Writing Styles .  Use either the  directive style or  the informational style of 

writing when  preparing  correspondence.  
 
 a.  Directive Style .  The writer  commands  the reader to do something.  

 
 b.  Informatio nal Style .  The writer provide s information  to the reader.  

 
5.  BLUF .  Writers must use a  BLUF  in  all  correspondence .  The BLUF is a one -
sentence summary of a documentõs main conclusion or recommendation.  A 

well -written BLUF tell s reader s everything they need to know if they have  time 
to read only one sentence.  In a memorandum, state the BLUF in the first 

sentence.  In a letter, state the BLUF in the first paragraph.  
 
6.  Plain Language .  Limit the use of jargon .  If the intended audience can 

understand a  term or if it describes a function that no other word  describes as 
well, then  its use is acceptable.  
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 (1)  Newly coined words, terminology  borrowed from other specialized fields, 
and parts of speech used abnormally can interrupt the flow of information b y 

forcing readers to pause to consider the meaning (see reference k ).  
 

 (2)  Do not use òe.g.ó or òi.e.ó  Instead of òe.g.,ó use òfor exampleó or òsuch 
as.ó Instead of òi.e.,ó use òthat is.ó 
 

7.  Strong Versu s Weak Writing .  Avoid clichés, unnecessarily c omplicated 
words, and phrases that may  be patronizing to the  reader.  Use simple  words 
without losing meaning (see Table 4).  Cut p hrases that might sound arrogant 

or patroni zing or replace them with a more appropriate phrase (see Table 5). 
 

Complicated  Simple  

advantageous  helpful  

ameliorate  relieve  

cognizant  aware  

commence  begin or start  

deleterious  harmful  

endeavor  try  

erroneous  wrong  

expeditious  fast  

facilitate  ease or help  

inception  start  or beginning  

implement  carry out  

promulgate  issue or publish  

remuneration  reward  or payment  

subsequently  after or later  

Table 4.  Unnecessarily Complicated Words  and Simple Alternatives   

 
 

What is written  What it means  

òIt is obvious tható òYou are stupid if you do not knowó 

òIt is well-known tható òYou are ignorant if you do not knowó 

òAlthough it is well-knownó òI am about to waste your time by 
restating something that you know or 

are too ignorant to knowó 

Table 5.  Patronizing Phrases  
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a.  Wordiness .  Always write succinctly and g et to the point qui ckly.  If the 
following phrases  or sentences  appear , then eliminate  the wordiness (see 

Table  6). 
 

Wordy  Concise  

in order to  to 

is able to  can  

previously has been  was 

would like to  want  

on a case -by-case basis  case by case  

educational in nature  educat ional  

There are five captains in the office.  Five captains are in the office.  

There may be clothes in the gym 
lockers.  

Clothes may be in the gym lockers.  

As a matter of fact, the car is parked 

properly . 

The car is parked properly.  

The orders are in fac t ready for 

signature.  

The orders are ready for signature.  

Table 6.  Wordy  Versus  Concise  

 

 b.  Active Voice Versu s Passive Voice.  Passive voice  says that an action 
happened to someone or something; by itself, it  does not say who performs an 

action.  Act ive voice says who does what.   (See Table 7.)  In all the examples, 
the doer of the action could be added to the sentence even in passive voice by 
adding phrases:  for example, òMistakes were made by meó and òI was bitten by 

a mosquito.ó  However, passive voice allows you to write a sentence and leave 
out the doer of the action.  In the last two examples, notice how changing the 
sentence to active voice requires you to add the doer, which in these examples 

provides important information.  
 

Passive  Active  

Mi stakes were made.  I made mistakes.  

I was bitten.  A mosquito bit me.  

Was the package received?  Did we receive the package?  

The roof was hit.  Raindrops hit the roof.  

The roof was hit.  An artillery shell hit the roof.  

Table 7.  Passive and Active  Sentenc es 
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8.  Parallel Structure .  Use parallel structure in series and lists.  If a sentence 
tells the reader that specific items are about to fol low, then the list should be 

composed of those items.  Use periods to end each item in a list.  (See Table 8.) 
 

Inc orrect  Correct  

1.  The following priority positions will 
remain:  

 
a.  Maintenance Technicians;  

 
b.  Workflow Managers;  

 

c.  Dental Hygienists;  
 

d.  Contract Representative s; and  

 
e.  Training for Military Technicians 

and Civilian employees.  

1.  The follow ing priority positions will 
remain:  

 
a.  Maintenance Technicians . 

 
b.  Workflow Managers . 

 

c.  Dental Hygienists . 
 

d.  Contract Representative s. 

 
e.  Trainers . 

Table 8.  Parallel Structure  
 

9.  Capitalization, Abbreviations and Acronyms, and Shortened W ords. 
 

 a.  Capitalization .  Use words  correctly , as defined in the document or in the 
dictionary.  Always capitalize the first  word in a sentence  and a ll principal 
words.   Adhere to the se guidelines : 

 
 (1)  Capitalize all words in titles of publications and  documents, except  
articles, conjunctions, and prepositions of four or fewer letters (for example,  a, 
an, the, at, by, for, in, of, to, and,  as, but, if, or, and nor ). 
 

 (2)  Capitalize articles, conjunctions , and prepositions only if they are the 
first wo rd in the title (for example, òThe Title of a Documentó).  Capitalize òtheó 

as part of the title for The Adjutants General .  
 
 (3)  Capitalize òSoldier,ó òAirman,ó òSailor,ó òMarine,ó òCoast 

Guardsman,ó òGuardsman,ó and òWarfighteró when referring to U.S. Service 
members.  

 
 (4)  Capitalize  òUnion,ó òAdministration,ó òConfederation,ó 
òCommonwealth,ó and òMembersó only if used as part of a proper name.  

 
 (5)  Capitalize òNation,ó òFederal,ó and òGovernmentó when referring to 
the United States . 

 
 (6)  Capital ize òStateó when it refers to one of the United States.  
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 (7)  Do not capitalize òfiscal yearó without a specific year.  Abbreviate the 
year once òfiscal year ó is used as an acronym  (see Table 9). 

 

Incorrect  Correct  

Service Member  Service member  

Service M embers and their Families  Service members and their families  

the Adjutant General  The Adjutant  General  

state  State  

Fiscal Year Fiscal Year 2018   

FY 2018  FY18  

Table 9.  Capitalization  

 

 b.  Abbreviations  and Acronyms .  The first time that you use an 
abbreviation or an acronym in the text, spell out the whole word or phrase and 

enclose the abbreviation or acronym in parentheses , and then use it 
throughout the rest of the document.  Do not use an acronym, brevity code, or 
abbreviation to represent more th an one term in a single document.  For 

example, if the abbreviation òARó is used in a document to represent òArmy 
Regulation,ó then it cannot also represent òArmy Reserve. ó  
 

 (1)  Use existing, accepted abbreviation s and acronyms .  If a standard 
abbreviat ion does not exist, then you may  create your own.  

 
 (2)  Use an abbreviation at least three times in a document.  Consider the 
frequency of use and the length of the document.  Readers may not remembe r 

what the abbreviation means if it is  used infrequently .  Ask yourself,  would 
spelling out the term every time be overly repetitive and cumbersome?  
 

 (3)  When the plural or possessive form of an acronym appears in 
parentheses, a lowercase s is included within the parentheses.  For example, 

òsport utility vehicle (SUV),ó òsport utility vehicles (SUVs),ó and òsport utility 
vehicleõs (SUVõs).ó 
 

 (4)  Do not use abbreviations or acronyms in the òSubjectó line of a 
memorandum.  

 
 (5)  Most military acronyms do not include periods.  Use periods in 
acronyms when appro priate.  

 
 c.  Nonstandard Shortened W ords .  Never use nonstandard variants of 
words  such as  òthru ,ó òtho,ó or ònite,ó instead of òthrough,ó òthough,ó and 

ònight.ó 
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9.  Number Guidelines . 
 

 a.  Using N umerals .  Spell out single -digit whole numbers  zero throu gh 
nine .  Use numerals for numbers greater than nine.   Write out a number if it 

begins a sentence.  
 
 b.   Consistent Use .  Be consistent within a category.  For example, if using  

numerals because one of the numbers is greater than nine , then use numerals 
for all numbers in that category.  If numbers have different categories, then use 
numerals for one category and spell out the other.   For example, òone 8-hour 

day and eight 9 -hour days make up a 9/80 pay periodóñeven though all the 
numbers except 80 are unde r 10, spelling out the number of days and using 

numerals for the number of hours make s the sentence clear er. 
 
 c.  Fractions .  Always spell out simple fractions and use hyphens with them.  

A mixed fraction  (a whole number and a proper fraction combined)  can be 
expressed in figures unless it is the first word of a sentence.   For example, spell 

out one-half  but use a numeral  for 1½ unless it starts a sentence.  Fraction 
characters are available from Microsoft Wordõs Insert Symbol menu or may be 
created automa tically from two numerals and a slash (for example, 1/2) if you 

have your Microsoft Word preferences set that way.  
 

 d.   Decimals .  Write decimals in figures.  Put a zero in front of a decimal 
unless the decimal itself begins with a zero.   For example, whe n writing ½ as a 
decimal, put a zero before the decimal point: 0.5 ; w hen writing .05, do not add 

a zero before the decimal point.  
 
 e.  Commas .  Use commas:  

 
  (1)  With numbers of four or more digits.  

 
  (2)  Before òandó or òoró when listing three or mor e items.  
 

 f.  Dates .  Writ e the date as  òDay Month Year ó for memoranda :  use two 
digits for the day  (use a  zero in front of single -digit dates ) and use all four digits 
for the year .  Write  dates for letters  as òMonth Day , Year.ó  In letter  format, 

single -digit dates do not get a zero .  Always u se a comma after writing the year 
unless the year is followed by a period, semicolon , or question mark.  
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ENCLOSURE B 
 

PREPARING NATIONAL GUARD BUREAU MEMORANDA  
 

1.  When to Use a Memorandum .  Use a memorand um  for cor respondence 
with in  the NGB,  NG, and other Federal , State, local, public , and private  
agencies.   Use a memorandum when replying to a memorandum  or  to convey 

direction or other official military matters . 
 

a.  All Memoranda .  Use all approved templates locate d on the GKO site  at 

reference b .  Use the checklist  in Enclosure K  to proofread your documents . 
 

 b.  Standard Memorandum .  Use a standard memorandum  when  replying to 
a standard memorandum  or when r outinely corresponding within the NGB.  
Memoranda are lim ited to  one page before the signature block.   Additional 

information mus t be included in an attachment.  
 

 c.  Action Memorandum .  Use an action memorandum  when  requesting 
approval  of an action  (for example , conference requests  and temporary duty  
requests) .  

 
 d.  MOAs and  MOU s.  Use an MOA or MOU to d ocument formal interagency 
agreement s, support agreement s, or cooperative agreement s or when NGB is 

the preparing agency.  
 

2.  Memorandum Writing Style .  Use the directive writing style  (see page A-2) 
when writ ing memoranda .  State t he BLUF in the first sentence (see page A-2). 
 

a.  Use command language, stating òdo,ó òwill,ó and òmustó to indicate 
mandatory  actions .  Use òmayó and òcanó to indicate optional actions . 

 

b.  Use the personal pronouns òhe,ó òshe,ó or òtheyó in all memoranda .  A 
writer may use the personal pronoun s òIó and òyouó only in memoranda that 

formalize  appointments or terminations.  
 
3.  Preparing Standard Memoranda .  Use approved templates on the GKO site  

at reference b  and this manual . 
 

a.  Letterhead .  Two letterheads are approved for use  and may not be 
altered .  One has a Pentagon address ; t he other has a Herbert  R. Temple Jr . 
Army National Guard  Readiness Center  (TARC) address.  Do not alter the 

letterheads by replacing the logo, editing t he addresses, or changing the font 
size or color.   Use the templates on the GKO site  at reference b .  See Figures  1 
and 2.  
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Figure 1.  NGB Pentagon Letterhead  

 

 

Figure 2.  NGB TARC Letterhead  

 
 b.  When preparing  a memorandum  for signature by:  
 

 (1)  CNGB,  VCNGB, or  any other NGB general officer or Senior Executive 
Service member  assigned to the Pentagon , use NGB Pentagon letterhead (see 
Figure 1). 

 
 (2)  Office of the Chief of the National Guard Bureau ( OCNGB ) or N GBJS 

signator ies physically stationed at the Pentagon, use NGB Pentagon letterhead 
(see Figure 1). 
 

 (3)  OCNGB or NG BJS signator ies physically stationed at TARC, use  
TARC letterhead (see Figure 2). 

 
 c.  Margins .  On the first page, use a 1.75 -inch top ma rgin and 1 -inch side 
and bottom margins.  For succeeding pages, use 1 -inch margins on all sides.  

Text must  be aligned to the left . 
 
 d.  Font .  Use 12 -point Bookman Old Style.  

 
 e.  Spacing . 

 
 (1)  Line Spacing .  Use single -line spacing.  
 

 (2)  Punctuatio n Spacing .  Use two spaces after  colon s and periods .  
 

 f.  Indentation .  The first line of each subparagraph is indented  0.25 inch  
from the first line of the previous paragraph . 
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 g.  Paragraph  Hierarchy .  Number paragraphs.  Use lower case letters for 
subp aragraphs.   Use parenthetical numbers and letters for further  

subordinated paragraphs  (see Figure 3).  Use templates on the GKO site  at 
reference b . 

1.  xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxx.  

a.  xxxxxxxxxxxxxxxxxxxxxxxxx xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

xxxxxxxxxxxxxx.  

b.  xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

xxxxxxxxxxxxxx.  

(1)  xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxx.  

(2)  xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx xxxxxxxxxxxxxx 
xxxxxxxxxxxxxx.  

(a)  xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxx.  

(b)  xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

xxxxxxxxxxxxxx.  

1.  xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxx.  

2.  xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxx.  

a.  xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxx.  

b.  xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

xxxxxxxxxxxxxxx.  

Figure 3.   Paragraph Hierarchy  

 
 h.  Page Numbering .  The first page is not numbered.  All other  pages must 
include the page number in the footer,  centered,  0.5 inch from the bottom of 

the page  in 12 -point Bookman Old Style.  
 

 i.  Date Line .  Do not type a date on a memorand um  for genera l officer  or 
Senior Executive Service signature.  For all other signatories, insert the date on 
the first line of the page, at the right margin, in Day Month Year format  (for 

example, 13 May 2018 ).   
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 j.  Address ee Line .  The address ee line is the  first li ne of text on all 
memoranda .  Use ALL CAPS and type òMEMORANDUM FORó followed by the 

full spelling of the addresseeõs title.  Do not use office symbols.  If an 
addresseeõs title is longer than one line, then indent the second line so that the 

first charact er of the indented line is below the third character of the addressee 
title immediately above it.   A memorandum without an addressee is formatted 
as òMEMORANDUM FOR RECORD.ó  Use approved templates on the GKO site 

at reference b.  
 
 k .  Multiple Addressees .  List multiple addressees on separate succeeding 

lines.  If a memorandum has  15 or more address ees, then use ALL CAPS and 
type òMEMORANDUM FOR SEE DISTRIBUTION.ó  On the next page, use ALL 

CAPS and type a list  of recipients , starting with òDISTRIBUTION:ó and followed 
by the full spelling of the addresseesõ titles.  If an addresseeõs title is longer 
than one line,  then  indent the second line so that the first character of the 

indented line is below the third character of the addressee title immediately 
above it.   See Enclosure J, Figure 1 7.  

 
 l.  òTHROUGHó Line . 
 

(1)  If it is necessary  to address a memorandum through an additional 
recipient , use ALL CAPS and type òTHROUGHó below one blank line after the 
address ee line, and then  the full spelling of the offi cialõs title.  Do not use office 

symbols.  If the officialõs title is longer than one line, then indent the second 
line so that the first character of the indented line is below the third character 

of the addressee title  immediately above it.   Use the temp lates on the GKO site  
at reference b . 
 

(2)  If multiple òTHROUGHó recipients are necessary, then use multiple 
òTHROUGHó lin es, separated by one blank line, for each individual official.  
 

 m.  òSubject :ó Line.  Type òSubject:ó below one blank line after the address ee 
line or, if necessary, the òTHROUGHó line.  Two spaces after the colon, type the 

subject for the memorandum.  This also serves as the title of the 
memorandum.  Capitalize the first word and all nouns, pronouns, verbs, 
adverbs, and adjectives as well as all other words of five or more letters.  If the 

subject line is longer than one line, then indent the second line so that the first 
character of the second line is below the first character of the first word after 

the colon.   The subject line must  be no longer than two lines.   Do not use 
acronyms in the subject line.  
 

 n.  References .  If including referenc es, type òReference:ó or òReferences:ó 
below one blank line after the subject line, followed by the documentõs 
originating office and type, its title, and its date  (see Figures 4 and 5).  Multiple 

references are identified as ò(a),ó ò(b),ó and so on in the reference section  in the 
order they appear in the document .  If references are referred to within the text 
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of the memorandum, they are referenc ed by letter  without parenthese s, not 
title.  If there is only a single reference, refer to it as òthe reference.ó  Insert 

references into an attachment if listing them in the Reference section pushes 
the body of the document onto the second page.  Format the attachment for 

references exactly as you would if they were listed in the Reference section . 
 

Subject:  How to Format a Single Reference  

Reference:  C hief of the National Guard Bureau  Instruction 5050.01, 
òNational Guard Bureau Staff Actions,ó 19 March 2012  

Figure 4.  Single Reference  Format  
 

Subject:  How to Format Multiple References  

References:  (a)  C hief of the National Guard Bureau  Instruction 0000.00, 
òThis Is a Sample Instruction Title,ó 01 January 2011 

(b)  Secretary of Defense Memorandum, òThis Is a Sample 
Memorandum Title,ó 01 January 2011  

Figure 5.  Multiple References  Format  
 

 o.  Body .  Begin the body text below one blank line after the subject line or, 
if necessary, after the references , beginning with the number 1 .  The final 
paragrap h is reserved for the point of contact, typed in the following order:  

first and last name, office symbol, and phone number  (see Figure 6).  This will 
ensure that there are at least two numbered paragraphs.   For military 
personnel, include the rank  and use  the full spelling.  For civilians, use the 

abbreviated òMr.,ó òMs.,ó or òDr.ó 
 

Point of contact is  Colonel John Smith; NGB -ES; 555 -555 -5555.  

Figure 6.  Point of Contact  Line  

 
p.  Signature Block .  There are t wo types of signature blocks :  military  and  

civilian.  Both signature blocks are typed four blank lines after the point of 

contact line , at the center of the page and aligned left.   Do not use office 
symbols.  Include òNational Guard Bureauó only if it is part of the signatoryõs 

title.  If the signat oryõs title is longer than one line, then indent the next line so 
that the first character of the next line is below the third character of the line 
immediately above it.  See Enclosure H, Table 10 . 

 
(1)  Military Signatures .  Type the signatoryõs rank, using upper case and 

lowercase  letters  and the full spelling, and then type the signatoryõs Service, 
using the abbreviation  (for example, USAF) .  Divide t he rank and Service with  a 
comma.   Type the signatoryõs title, using uppercase and lowercase and the full  

spelli ng.  
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(2)  Civilian Signatures .  Type the signatoryõs title, using uppercase and 
lowercase and the full spelling.  Do not use General Schedule gr ades or military 

affiliations.  
 

q.  Attachments .  Use attachments as an additional source of information 
for the reader.  Attachment s may or may not be electronically a ttached to a 
memorandum.  Identify attachments  in the body of the document  by stating 

the attachmentõs title or by stating that there is an attachment(s) with 
additional information .  

 

(1)  If attachments are used, type òAttachment:ó or òAttachments:ó below 
one blank line after the signature block, at the left margin.   Type òAs statedó on 

a separate, succeeding line.  
 
(2)  If an attachment is electronically attached, the next page after the 

one-page memorandum  will begin the attachment section.  Each attachment 
has its own page numbers.  

 
(3)  If a distribution list  is used, the attachment will begin on the next 

page. 

 
(4)  Label each attachment at the top of the page òATTACHMENTó or 

òATTACHMENT 1ó or òATTACHMENT 2ó for multiple attachments.  See 

Enclosure D , Figure 12. 
 

r .  Courtesy Copies .  If courtesy copies are used, type òcc:ó below one blank 
line after the signature block or, if necessary, after the attachments, at the left 
margin.  List offic ial titles on separate, succ eeding lines.  Use abbreviated titles .  

Do not use personal names.  Do not use addressees in the list of courtesy 
copies . 
 

4.  Preparing Action Memoranda .  Use an action memorandum when seeking 
approval (for example, a conferenc e request or temporary duty request).  Follow 

instructions for standard memoranda  with the following exceptions:  
 

a.  Indentation .  Paragraphs are only numbered, not indented.  

 
b.   Page Numbering .  Action memoranda  are no longer than one page  and 

are not n umbered .  If necessary, include additional information as an 
attachment.  

 

c.  Multiple Addressees .  Action memoranda  have only one addressee.  If 
additional approval is necessary, then include subordinate approval authorities 
in òTHROUGHó lines.  
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d.   òFROM:ó Line .  Insert the line below one blank line after the address ee 
line or, if necessary, the òTHROUGHó line.  Use ALL CAPS and type òFROM:ó 

followed by the full spelling of the senderõs title.  Do not use office symbols.  If 
the senderõs title is longer than one line,  then  indent the second line so that the 

first character of the indented line is below the third character of the senderõs 
title immediately above it.  

 

e.  òSubject :ó Line.  Type òSubject:ó below one blank line after the òFROM:ó 
line.  

 

f.   References .  If references are necessary, include them by name in the 
body of the memorandum.  Do not include a r eference  list  in the beginning of 

the document .  (This applies to memoranda only.)  
 

g.  òRECOMMENDATIONó Line .  Insert the line below one blank li ne after 

the  point of contact line .  Use ALL CAPS and type òRECOMMENDATION:ó 
followed by  the actual recommendation in upper and lowercase.  

 
h.  Signature Block .  Do not use a signature block.  
 

i.  òAPPROVE,ó òEXEMPT,ó òDISAPPROVE,ó and òCOMMENTó Lines .  In sert 
the se lines below two blank lines after the òRECOMMENDATIONó line.   Each is 
separated by one line of space starting with the òAPPROVEó line.  See 

Enclosure D, Figure 10.  
 

j.  Attachments .  Do not list attachments . 
 
k .  Courtesy C opies .  Do not  provide  or list courtesy copie s. 

 
5.  Preparing MOAs or MOUs .  Prepare MOAs and MOUs IAW reference  l.  See 
Figure 11 in Enclosure  D for an example template.  Align signature blocks side  

by side , with the senior officialõs signature block on the right-hand side .  Do 
not courtesy copy MOAs and MOUs.  
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ENCLOSURE C 
 

PREPARING NATIONAL GUARD BUREAU LETTERS  
 

1.  When to Use a Letter .  Use letters for correspondence with  individuals 
outside the U.S. Government and for formal or informal correspondence with 
officials of ot her Federal agencies.  Letter s may be formal or personal 

depending on the recipient and the reason for writing ; however, always write a 
letter when responding to a letter, when communicating only information, or 
when leadership requests a letter.   

  
 a.  All Letters .  Use the  approved templates located on the GKO site at 

reference b.  Official letters, whether formal or personal, print on standard 
8.5  - by 11 -inch paper  except for Star Notes (see below) .  Use the checklist 
(Enclosure K, Figure 18), to proof read yo ur letter s.   

 
b.  Formal Letter s.  Use formal letters  to convey direction, or other official 

military matters.    
 
 c.  Personal Letter s.  Use p ersonal letter s to convey a one-on-one familiarity 

with the recipient .  Personal letters  do not convey po licy -related matters.   
Personal letters may be printed on card stock , depending on the relationship 
with the sender and recipient , and are usually issued only by the CNGB.   Some 

examples of personal relationships are family relation, social acquaintance, 
former colleague, or former mentor . 

 
d.  Star Notes .  Notes from general officer s printed  on 7- by 8.5 -inch 

card stock are called star n otes.  G eneral officer s use star notes, normally for 

brief personal replies or to convey congratulations, appreciation, we lcome, 
regrets , etc.  Use 12 -point Arial  in s tar notes.   See Enclosure F, Figure 15 . 
 

2.  Letter  Writing Style .  Letters use the informational writing style.   In a letter, 
state the BLUF anywhere in the first paragraph.  

 
a.  Use command language, stating òdo,ó òwill,ó and òmustó to indicate 

mandatory  actions .  When actions are optional, use òmayó and òcanó to 

recommend choices.  
 

b.  Use personal pronouns such as òhe,ó òshe,ó or òtheyó when appropriate, 
and use t he personal pronouns òI,ó òwe,ó òour,ó and òyouó to emphasize a 
working or personal relationship between sender and recipient.  
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3.  Preparing Letters .  Read the original document, when applicable, to 
determine the relationship between the sender and the recipient.   

  
a.  Letterhead .  NGB uses two typ es of letterhead : 

 
(1)  NGB Pentagon Letterhead .  Signatories physically stationed at the 

Pentagon us e the  letterhead in Enclosure B, Figure 1. 

 
(2)  NGB TARC Letterhead .  Signatories physically stationed at TARC use 

the letterhead in Enclosure B, Figure 2. 

 
b.  Margins .  Page margins are 1.75 inches at the top and 1.0 inch at the 

bottom and on the sides.  The Paper tab in Microsoft Word õs Page Setup 
specifies the paper size (see Figure 7). 

 

 
Figure 7.  Microsoft Word Page Setup Example  

 

c.  Font .  Al l let ters use 12 -point Bookman Old Style.   Personal Letters 
printed on card stock use 12 -point Times New Roman.  
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d.  Spacing . 
 

(1)  Line Spacing .  Use single -line spacing for all letters.  
 

(a)  Add one blank line of space after the address, after the greeting, 
between paragraphs, and after the last paragraph.  

 

(b)  Add four blank lines of space after the complimentary close . 
 
(c)  Add one blank line of space after the signature block if using 

enclosures or courtesy copies, and one blank line of space between the  list of 
enclosures and the list of courtesy copies.  

 
(2)  Punctuation Spacing .  Use two spaces after the end of a sentence.   

Place two spaces between colons .   

 
e.  Indentation .  Align text left .  Indent only the first sentence of each 

paragraph , by 0.5 i nch.  
 

(1)  Indent t he compl imentary close to the middle of the page, at 

3.25  inches on the document ruler.  
 

(2)  Indent t he signature block to the middle of the page, at 3.25 inches 

on the document ruler.  
 

f.  Recipientõs Name. 
 

(1)  Official Letters  (Form al or Personal) .  Use t he first line for the 

recipientõs rank (if applicable) and first and last name.  Use t he second line for 
the full spelling of the recipientõs title.  When applicable, use the appropriate 
title , such as òThe Honorable.ó 

 
(2)  Star Not es.  Use the first line for the recipientõs abbreviated rank, if 

applicable , followed by the recipientõs first and last name.  If he or she is a 
member of the military , then add  a comma and the acronym of the recipientõs 
branch of Service  after his or her name .  Use the second line for the recipientõs 

office or organization, if necessary.  
 

g.  Recipientõs Address .  Format t he address the same way on all letters.   
Spell out the city, followed by a comma and the two -letter State abbreviation.  
Type two spaces  after the State abbreviation, followed by the ZIP+4 code, which 

is the five -digit ZIP code, a hyphen, and four more postal digits.  
 

h.  Greeting .  Begin t he greeting with òDear.ó  For military recipients, type 

the recipientõs rank using the full spelling.  For civilian recipients, type òMr.,ó 
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òMs.,ó or òDr.ó  Use titles, such as òSenator,ó òCongressman,ó or òGovernor,ó 
when appropriate.  

 
i.  Body .  Address the purpose of the letter in the first paragraph.  When 

writing a reply to a letter , use the first se ntence to thank the recipient for the 
original document, and ensure that the rest of the letter appropriately 
addresses the questions or concerns of the original document.   For example, 

òThank you for your letter dated March 23, 2018 , regarding the impleme ntation 
plan for outsourcing recreational equipment.ó 

 

j.  Complimentary C lose.  The standard complimentary close for an official 
or personal letter is òSincerely,ó typed below one blank line after  the body.  It 

aligns left with the signature block at 3.25  inches on the documentõs horizontal 
ruler.  

 

k .  Signature Block .  See Enclosure  H, Table 10 .  Do not include t he 
senderõs title for letters printed on card stock . 

 
l.  Enclosures .  If there are enclosures , type òEnclosure:ó or òEnclosures:ó 

below one blan k line after the signature block, at the left margin.  List 

enclosures on separate succeeding lines.  When enclosures are identified in the 
text,  type òAs statedó on a separate succeeding line.  When enclosures are not 
identified in the text, type each  enclosureõs title on separate succeeding lines 

and number  them  1, 2, and so forth . 
 

m.  Courtesy Copies .  Type òcc:ó below one blank line after the signature 
block or, if necessary, after the list of enclosures, at the left margin.  List 
official titles on se parate succeeding lines.  Use abbreviations if they are 

helpful .  Do not list a ddresses and personal names for courtesy cop ies. 
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ENCLOSURE D 
 

NATIONAL GUARD BUREAU MEMORANDUM TEMPLA TES 
 

 

Figure 8.  òFORó Memorandum Template , Addressed Directly to the Reci pient  

(General Officer  Signature Block)  
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Figure 9.  òTHROUGHó Memorandum Template (see page B-4), Addressed to 

Recipients via the Principal Addressee  (General Officer  Signature Block)  
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Figure 10 .  Action Memorand um  (Conference Approval)  
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Figure 11 .  MOA or MOU Template  
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Figure 11 continued .  MOA or MOU Second Page Template  
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Figure 11 continued.  MOA or MOU Final Page Template  



CNGBM 5051.01A  
24 May 2018  

 D-7 Enclosure D  

 

Figure 12 .  Multiple Addressee and Attachment Example  
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Figure 12 continued.  Multiple Addressee and Attachment  Example  
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ENCLOSURE E  
 

OFFICE OF THE SECRETARY OF DEFENSE  MEMORANDUM  TEMPLATE  
 

 

Figure  13 .  OSD Memorandum Template  
































